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1 Introduction

The Center for Consumer Information and Insurance Oversight (CCI10), a division of the
Department of Health and Human Services (HHS), is charged with helping implement many
provisions of the Affordable Care Act. CCIIO oversees the implementation of the provisions
related to private health insurance including providing oversight for the issuer-based product data
reports that populate http://www.healthcare.gov.

The Health Insurance Oversight System (HIOS) was created to facilitate several types of data
collections from the Dept of Insurance for states/territories as well as insurance companies (also
known as “Issuers”) that sell health insurance coverage. The collected data is aggregated with
other data sources and made public on the consumer-facing website.

Plan Finder is the specific module within HIOS responsible for collecting issuer general
identification information, product information, quarterly application data for each product, and
requesting component IDs for products. There are three available mechanisms for the issuers to
submit their data: Microsoft Excel templates, XSD template for XML submissionsand web-entry
forms. These technical instructions explain the special features and other technical aspects
related to the use of each submission mechanism.

The Office of Consumer Information & Insurance Oversight (CCI10) strongly recommends that
users read this document thoroughly before using the tool. Failure to precisely follow the
technical instructions may result in:

e Submission Error

e Loss of data

e Rejected file submission

1.1 Instructional Layout

The term “user’ is used throughout this document to refer to a person who has acquired access to
complete submissions within the HIOS Plan Finder module. Each action that is required by the
user is indicated via step by step bullets. If an action requires the user to select a specific button
or link on the screen, the name of the item to look for will be in bold italics. For example:

1. Select OK.

1.2 Instructional Layout

The HIOS application works within any of the following compatible Internet browsers:
1. Internet Explorer ( version 7 or higher)
2. Mozilla FireFox ( version 5 or higher)
3. Chrome (version 9.0 or higher)


http://www.healthcare.gov/
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2 View Issuer Submitted Data

The Issuer Data Submission Form consists of the following two worksheets within the same
spreadsheet that must be completed prior to submission:

o Issuer General Info- Displays the data entered for the issuer’s general information,
contact information, customer service contact details and rating data.

e Products Offering Info- Displays the reporting of the issuer’s products and application
data for each product.

Figure 1: Plan Finder Announcement page

Health Insurance Oversight System

Monday, March 25, 2013 HIOS MAIN PAGE | HOME | | FAQ | CONTACT US | | SIGN OUT
Welcome Jessica Rabbit
View Issuer Download Data Upload Finalized Component IDs -
Submitted Data Submission Tools Data Template Related Links
® HealthCare.gov

An nouncements ® Content Requirements for

HealthCare.gov - Center
‘Welcome to the Plan Finder section of the Health Insurance Oversight System (HIOS) tool. For for Consumer Information
Issuers, this is your tool for submitting information about health insurance products in the & Insurance Oversight
individual and small group markets. For State Departments of Insurance, this is your tool for _
viewing insurance data in your state., ® Archive of Memos

: ) I i ® Training R
The "Healthcare.gov Output” tab in the HIOS Plan Finder WI||[%1OW be replaced with the "RBIS Bl

Input” tab. The data on the RBIS Input tab will display the information transmitted from HIOS
to RBIS for the purposes of RBIS reporting to include the small group health insurance market
information. Additional RBIS suppression rules may impact what is displayed on Healthcare.gov.

If you have policy questions regarding the HealthCare.gov Plan Finder, please e-mail
CCIIOPlanFinder@cms.hhs.gov.

If you need technical assistance regarding product-level data submissions, please contact the
Exchange Operations Support Center (XOSC) at 1-855-CMS-1515 or CMS FEPS@cms.hhs.qgov.
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2.1 Issuer General Information

The Issuer General Information page displays the data entered for the issuer’s general
information, contact information, customer service contact details and rating data.

The View Issuer Submitted Data tab is displayed below in Figure 2.

Figure 2: View Issuer Submitted Data tab

View Issuer

Download Data Upload Finalized Compenent IDs
Submitted Data

Submissien Tools Data Template

Issuer General Information

Products Offering Report RBIS Input

Issuer Name: |ACME Insurance Company - ch
Submission Uploaded Date: 2/21/2013 11:0%:23 AM
Application Data for Quarter: Q4, 2012 [Oct. 1 - Dec. 31, 2012]
Data Last Previewed By:

Issuer General Information for Issuer: ACME Insurance Company - DC

Edit Issuer General Information

Corporate Information

Issuer Legal Name: ACME Insurance Company  State: oc

Issuer ID: 85511 Issuer Marketing Name:

Market Coverage: Both Federal EIN: 000112222
NAIC Company Code: NAIC Group Code:

Address

Individual and Small Group Market
Address Line 1: 122 Main Strest

Address Line 2:
City: Anytovm
State: MD

Zip: 21200

Do you offer individual? Yes

WebSite: http://vwwiacma.com
Do you offer small group? Yas
Website: http://vvmiacme.com

Customer Service Contact - Individual Market Customer Service Contact - Small Group

Market
Local Number: 18865551111 Local Number: 18885551111
Extension: N
] b Extension:
Toll Free Number: 18885551111 Toll Free Number: 18885551111
TY: e

ite: 2/ s, . e
WebSite: http://vw.acme.com WebSite: http://vove.acme.com

Issuer Contacts

Primary Phone _
Contact Role or Backup Name e Extension |E-mail
Attestation Contact CEO Contact Yosemite Sam | 141DEEE5EEE yosemitesam.cgitestBryahoo.com
Data Submission
Contact - Individual | Backup Contact | Daffy Duck 14105551111 daffyduck.cgitest@yahoo.com
Market
Data Submission
Contact - Individual | Frimary Contzct | Jane Smith 14105551212 jane. smith@anyemail.com
Market
Data Submission
Contact - Small Group | Backup Contact | Daffy Duck 14105651111 daffyduck.ogitest@yahoo.com
Market
Data Submission
Contact - Small Group | Frimary Contzct | Jessica Rzbbit | 14105562222 jessicarabbit cgitest@yahoo.com
Market
Data Submission
Validation Contact- | Backup Contact | Jessica Rabbit | 14108652222 Jessicarabbit cgitest@yahoo.com

Individual Market

Data Submission

Validation Contact - | Frimary Contsct | Donald Duck 14105853332
Individual Market

Data Submission

Validation Contact- | Backup Contsct | Daffy Duck 14105851111 daffyduck.cgitest@yshoo.com
Small Group Market

Data Submission

Validation Contsct- | Primary Contact | Donakd Duck 14105553333 donakiduck. cgitest@yahoo.com
Small Group Market

e cgitest@lyshoo.com

Ratings - Individual Market
Is Issuer rated by any rating company in the |ast two years? Yas

Rating
Company
Other/Describe

Rating Type

Other/Describe

AM Best Overall LY

Ratings - Small Group Market

Is [ssuer rated by any rating company in the |ast two years? Ne

No records to display.
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2.2 Product Offering Information

The Products Offering Report page displays the reporting of the issuer’s products and application
data for each product.

The Product Offering Report page is displayed below in Figure 3.

Figure 3: Product Offering Report page

View Issuer Diownload Data Upload Finalized Compenent IDs
Submitted Data Submission Tools Data Template

Issuer General Infarmation Products Offering Report RBIS Input

Issuer Name: |ACME Insurance Company - DCﬂ
Submission Uploaded Date: Z2/21/2013 11:09:23 AM
Application Data for Quarter: Q4, 2012 [Oct. 1 - Dec. 31, 2012]
Data Last Previewed By:

Product Level Offering Report for Issuer: ACME Insurance Company -
DC

Add New Product
To edit the data elements of an existing product, please select its Product ID from the table below.

Show Product Application Data

Nota: Plzase click "Show" buttons, below, to display the full list of data.

Hide Product Description Hide Product Information

Individual
or Small
Group

Product Product | Product | Association

Enrollment Product?

ACME 112013

§5511DC001| HMO 12:00:00 1000 HMO Mo Individual
Individual AW
ﬁ{;‘gE 1172012
83511DC002 12:00:00 1000 HMO Mo Small Group
Small
AM
Gnoup
ACME 12012
§3511DC003| FOS 12:00:00 1000 FOS Mo Inividual
Individual AM
{'gmu = 1172012
83511DC004 12:00:00 1000 FOS Mo Small Group
== Small
AM
Gnoup
ACME 12012
85511DC005| Dental 12:00:00 1000 Deental No Individual
Individual AM
« »l
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2.3 RBIS Input tab

The RBIS Input tab displays open products, derived data elements for these products that will be
passed to RBIS before publishing information on Healthcare.gov, and finally the reasons behind
the derived data elements. Closed products will not display on this page.

The RBIS Input page is displayed below in Figure 4.

Figure 4: RBIS Input page

View Issuar

Download Data Uplead Finalized Component [Ds
Submitted Data

Submission Tools Data Template

Issuer General Information Products Offering Report RBIS Input

Issuer Name: |ACME Insurance Company - DCﬂ
Submission Uploaded Date: Z/21/2013 11:09:22 AM
Application Data for Quarter: Q4, 2012 [Oct. 1 - Dec. 31, 2012]
Data Last Previewed By:

RBIS Input for Issuer: ACME Insurance Company - DC

The data displayed below is communicated to RBIS. Additional RBIS suppression rules may apply before the data is pu
Healthcara.gov.

‘Website
Formulary | Address
Flag (Provider

Network)

Percent of
Applications

Suppress 5
from Plan
Finder

Percent of Up

10% of wp-rated

o zrs
wit § P § Quslity
URL Pending Queality URL Pending §
o 1 3 -
gsstipcons | EMEFOS o= Cuality Evaluation | Quality Bualuation | N
Inedi vidual or increased y ; . y still 5
_ Ewslustion =till required Evslustion .
CONSBMer requuned
premium, based
on hesith status.
10°% of up-rated
offers and offers
i 0% who applied {10y porning Quality URL Pending | U2
2551100005 AGME Dental COVErage terms wene denied Cuali Evalugtion Quali E valuation Neo M
Individuz] or incrazsed bassd on hazith . valuatie . till 5
Evalustion still regquired Evalustion .
consumer =tatus. required
premium, based

e hmaith states
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3 Microsoft Excel Submissions

Plan Finder Submission users can download pre-populated templates in either Excel 2003
version or Excel 2007/2010 version. The system will also allow submission users to upload the
finalized submission files in either format.

3.1 Excel Macro Settings

For the Issuer Data Entry Form to work properly, computer configurations must be set to satisfy
the following requirements:

1. Have Microsoft Excel 2003, 2007 or 2010 installed on the user’s machine.
2. Enable the Excel standard toolbar.
3. Set the Excel macro security settings as follows:
e For Excel 2003, set Excel macro security settings to “Medium (recommended)”.

o gk~ wDd P

Select Tools from the menu bar.

Select Macro on the dropdown menu.

Select Security.

Select Medium (recommended).

Select OK.

When the workbook is opened, the workbook will fully function.

e For Excel 2007 or Excel 2010, set Excel macro security settings to “Disable all
macros with notifications.”

O N gk owhRE

Select the Office Button in the upper left corner of the window.

Select the Excel Options button at the bottom of the menu.

Select Trust Center on the left navigation pane.

Select Trust Center Settings.

Select Macro Settings on the left navigation pane.

Select the radio button in front of Disable all macros with notifications.
Select OK.

When the workbook is opened, select the Options button and select Enable
Content then select OK.

The Excel 2007/2010 Enable Content message is displayed below in Figure 5.
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Figure 5: Excel 2007/2010 Enable Content message

(&' 1= Microsoft Excel o0 e
m Home Insert Page Layout Formulas Data Review  View o @
IS LA Arial e s AL = ¥ - :,J z 7 l?a
22 Copy * = @] Fin - £
Paste B I U = == | B § - » 0 00 Insert Delete Format Find &
- < Format Painter = e = L ? s s s &2 Clear ~ Select =
Clipboard Font Alignment Humber Styles Cells Editing
1) Security Warning  Macros have been disabled. | Enable Content x
Al - Je | You have opened this worksheet with your macro security setting too high. -~
This workbook will not work as intended and you will not be able to finalize the file in preparation for submission. ‘2
Please close this workbook and refer to the Technical Instructions for guidance on how to adjust your macro setting. -
B Freedom_Life Insurance AL 51841 [Read-0.. = [E 3
A [ B [ ¢ [ b [ E [&=
1
L2 B
13
L4
L5
L6
L7
L8|
19
10
1
12
—12You have opened this worksheet with y¢
15 | This workbook will not work as intended
% Please close this workbook and refer ta
18 >
4 ¢+ v splash_Screefl[ 4 [ u_| .
Ready | |EE M 100% (=) y! ()

3.2 Working Files versus Finalized Files

The Issuer Data Submission Form employs the following two versions of the workbook that
serve different purposes throughout the process:

e Working files — These are read-write enabled files that allow users to enter data in
specified input fields. Users may edit, save, name and re-name working versions of these
files.

e Finalized files — These are read-only files created by a process called finalization, which
modifies the format of working files to prepare them for submission to CMS. These files
have specific naming conventions that must be followed in order to be successfully
submitted. The Validate and Finalize macros are built into the template.

The Issuer Data Submission Form employs macro buttons and shortcut keys as displayed in
Figure 6 below.
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Figure 6:

Macro buttons on Excel Issuer Data Submission Template

Worksheet 1 -Issuer General Information Validate | Validate & Finalize |  Format&Print Preview |
1. Corporate Information
Issuer Legal Mame: ACME Insurance Company State: oc Issuer ID: 25611
Federal EIN: ooonzzzz Market Coverage: Eoth Issuer Marketing Mame:
NAIC Company Cods. MIAIC Group Code
Required
2. Addiess Enter the
Address Line 1 123 Main Street Issuer Legal
Address Line 2 Mame,
Ciry: Angtoun
State: MO
Zip: 21200 4 digit
3. Individual and Small Group Market
1). Do you offer Individual market? ‘Tes
2). Enter the web address for the Individual Market website If Ves is
entered in C15. hittp:Hi, seme co m
3). D you offer Small Group market? Yes
4). Enter the web address for the Small Group Market website if
‘Tesis entered in C17. hitp:tfaww seme.com
4a. Customer Service Contact — Individual Market 4b. Customer Service Contact — Small Group Ma
Local Mumber: 1282555111 Extension: Local Mumber: 1238555111
Toll Free Mumber: 13885651111 Toll Free Mumber: 1886555111
TT: TT:
Website Address: hutpthow. aome.com Website Address: ittt acme cor
5._Issuer Contact Information
Role First Name Last Name Phone Number Eztension E-mail
Data Submission Contact - Individual Market - Primary Jane Smith HOBEE1212 jane.semithi@anyemail.com
Data Submission Contact - Individual Market - Backup Daffy Duck 14055511 daffyduck.cqitest@yahoo.com
Data Submission Contact - Individual Market - Backup
Data ¥alidation Contact - Individual Market - Primary Donald Ouck H0BEE2333 donaldduck. coitest@vaheo.com
Data ¥alidation Contact - Individual Market - Backup Jessica Frabhbit 1H0BE52222 ijessicarabbit.cgitest@vahoo.com
Data ¥alidation Contact - Individual Market - Backup
Daata Submission Contact - Small Group Market - Primary dessica Rabhit 405552222 jessicarabbit. coitest@vahoo.com
Data Submission Contact - Small Group Market - Backup Daffy Ouck HOBE5 T daffyduck. cgitest@vahoo.com
Data Submission Contact - Small Group Market - Backup
Data Yalidation Contact - Small Group Market - Frimary Donald Ciucl 1H05553333 donaldduck.cgitest@vahoo.com
Data ¥alidation Contact - Small Group Market - Backup Daffy Ouck 40555111 daffyduck cqitest@vahoo.com
Data Yalidation Contact - Small Group Market - Backup
Attestation Contact - CEQ ‘Yoz emit Sam 05555555 osemitesam coitest@yahoo.com
Altestation Cantact - CF0 T b

The following are the names of the buttons (from left to right):
e Validate (Shortcut: CTRL + shift + V) — This will perform the red circle and critical

validations.

e Validate and Finalize (Shortcut: CTRL + shift + S) - This function will perform the
critical validations and create the read-only finalized file.

e Format and Print Preview (Shortcut: CTRL + shift + P) — This function will format the
workbook for printing and display the print preview screen.

Within the application, Excel will allow the user to navigate and perform regular spreadsheet
functions. The following are a few special considerations to note:

e Print — It is suggested to perform a Print Preview prior to printing the workbook to
ensure the formating is as preferred.

0 Use the standard Excel print icon or menu selection.

0 Select the Format & Print Preview button within each worksheet.

e Cut/ Paste- It is recommended NOT to use the Cut or Paste function in the Issuer Data
Entry Form workbook as it will remove or write over the cell’s predefined formatting.

e Delete - It is recommended to use the Delete key instead of the space bar to delete cell
values from a cell.
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3.3 Download Data Submission Tools

The Download Data Submission Tools tab is displayed below in Figure 7.

Figure 7: Download Data Submission Tools tab

-
Health Insurance Oversight System

Tharsday. Febraary 71. 2911 HION MATN PALE O FAQ CONTALT US SN OUT

Weliome levne s Habbat

Uplend Fisglzed Compenant 103
Cots Tamplate

View Liswer
Submitted Data

Issuer Submission Tools

If you are submanag Drnwer date. pleasse select tha laseer Tacheical [ostractions ta donnland Loatrecticonn that detail how ts B ot tha
sizn Teal ts domnland the blask Lotuer tamglate in the

* Lanen D s
* lamwer Techoical [nstnations

Download a Pre-Populated Issuer Template

Plaare aelect & format f3r the gro-papelated i peer tamplate and thas pelect a8 insver from the drogdoen meny below

ans)

10 Version (XLSM

Excel 97-2003 Version

€ Excel 2

*lasver: |- Plesse select an msver = C]

T pogulated wth the selected innwer's latast submited dots

Chea OO = = .
Vou el ba prempted te 0fen of B ove the regueited fla Plesre 1elect Save to save the fle ta yowr compater

Dovrrdo sd Pre Popedated lusuer Tomplate

The following are the steps to download a pre-populated template:

From the HIOS Main Page, select HIOS Issuer Product Data Collection.
Select the Download Data Submission Tools tab.

Select the Issuer Submission Tools link.

Select the radio button in front of the Excel version preferred.

Select the Download Pre-Populated Issuer Template button.

The File Download instruction box is displayed below in Figure 8.

Figure 8: File Download instruction box

File Download x|

Do you want to open or zave thig file?

agrwbpPE

fr;‘ Mame: ACME Insurance Company DC_85511. xlzm
i1 Tope:  Microzoft Qffice Excel Macro-Enabled \Workshest, 1.
From: www_ uat_insuranceoversight_hhz govy

Open Save | Cancel I

harm your computer. |f pou do not tust the source, do nat open or

|@ While filez fram the Intermet can be uzeful, some files can potentially
zave this file. What's the risk?

6. After the system compiles the data, a pop-up window will appear. The user may select to
Open the file, Save the fileor Cancel the download request.
9
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7. If the user has already updated the macro security settings in Excel as recommended in
section 3.1: Excel Macro Settings, select Open.
8. If the user has not updated the macro security settings in Excel as recommended in
section 3.1, then:
a. Select Save.
b. Choose a file location and it is recommended not to change the name of the
document at this point.
c. When the save is complete, a pop-up window will appear asking to Open or
Cancel. Select Cancel. Do not open the workbook.
Open the Excel application to a blank workbook.
Update the macro security settings as stated in section 3.1.
Select the Open file icon on the standard toolbar or select File menu then Open.
g. Locate the file and select Open.
9. For Excel 2003, select Options and Enable the content. For Excel 2007 or 2010, select
Enable Content.

—~o o

The Excel 2003 Enable the Content message is displayed below in Figure 9.
Figure 9: Excel 2003 Enable the Content message

On) d 2
i)
He. Page Leyoust Pormtan Dsts [T ew Bereriaper
*L Ot Aral 14 AA oy ¥ T Weas lea Canarw ".. ‘/
<3 Comy =z 3
P rematprcter (B4 B[S S A (S W XK evedContero] (5 -% 0|48 Consbonal femat
matting * o1 Tabse
@ Secunmy Wassing  Macrod have bee
Al - S ANt wWith yOUr MAaCIo ecurity setting 100 high
A ] [ 1) 3 F G H i J K L )
'- 202
) -
4 \,; Security Alert - Macro
5

M Pt e GRS MBS Sl (IR LSS Ir ST STy Ralads 0o
0t erabie T cortant uriess you 1st e source of Th fe

Warning: Tt m sl possble bo determane hat thin costent Came from &
trant ety sowrs e Yo shoubl brave thes comtesd drasbied ueiess the
content provades orite.al e tassably sod you tral #s soerce.

9

Q FiePatc C:\..av\Content MTDEHINWOME Sraurance Company_DC_IS311{1). s

1: |You have opened this worksheet with you e
15 | This workbook will not work as intended 8 : ' - By
% |Please close this workbook and refer to Lr|

The Excel 2007/2010 Enable Content message is displayed below in Figure 10.
Figure 10: Excel 2007/2010 Enable Content message

-

'd ™

10
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3.4 Issuer General Info Tab

Table 1 below includes the cell location for each data entry field on the Issuer General Info tab

along with appropriate values.

Please Note: It is HIGHLY RECOMMENDED to select values from dropdown lists
INSTEAD OF keying in values. Keying in values may result in the value not being recognized
and cause errors that can prevent successful submission.

Table 1: Issuer General Info field chart

Cell Location Data Valid Values

C3 Issuer Legal Name Enter the issuer’s Legal name, up
to 100 characters.

C4 Federal EIN Enter the 9-digit Employer
Identification Number. Do not
enter a hyphen.

C5 NAIC Company Code Enter the issuer’s NAIC
company code, up to 6 digits.
Optional field.

E3 State Select a state/territory from the
drop down.

E4 Market Coverage Select Individual, Small Group,
or Both from the drop down.

E5 NAIC Group Code Enter the issuer’s 6-digit NAIC
Group Number. Optional field.

G3 Issuer ID This field is not editable. Users
will have the ability to copy the
value.

G4 Issuer Marketing Name Enter issuer’s marketing name,
up to 100 characters.

C8 Address Line 1 Enter the address for the issuer.

C9 Address line 2 Enter the rest of the address for
the issuer. Optional field.

C10 City Enter the city name for the
issuer.

Ci11 State Select a state/territory from the
drop down.

Ci12 Zipcode Enter a 5 digit zipcode

E12 4 digit Enter a 4 digit zipcode extension.
Optional field.

C15 Individual Market Select Yes or No from the drop

down menu.

11




Health Insurance Oversight System
Plan Finder — User Manual

Cell Location Data Valid Values
C16 Website address for Individual | Enter the website address for the
Market website Individual Market. This field is
only required if Individual
Market question in cell C15 is
Yes.
C17 Small Group Market Select Yes or No from the drop
down menu.
C18 Website address for Small Enter the website address for the
Group Market website Small Group Market. This field
is only required if user selects
“Yes’ to the ‘Small Group
Market’ question in cell C17.
Cc21 Customer Service Local Please enter the local phone
Number — Individual Market | number for the Individual Market
Customer Service, up to 15
characters. This field is only
required if the user selected
Individual or Both in the
Market Coverage cell (E4).
C22 Customer Service Toll Free Please enter the toll free number
Number - Individual Market for the Individual Market
Customer Service, up to 15
characters. Optional field.
C23 Customer TTY - Individual Enter the phone number for the
Market TTY for the Individual Market
Customer Service, up to 15
characters. Optional field.
C24 Customer Website Address - Enter a valid website address for
Individual Market the Individual Market Customer
Service. This field is only
required if the user selected
Individual or Both in the
Market Coverage cell (E4).
E21 Customer Service Phone Enter the phone number
Number Extension - extension for Individual Market
Individual Market Customer Service, up to 6
characters. Optional field.
H21 Customer Service Local Enter the local phone number for

Number — Small Group
Market

the Small Group Market
Customer Service, up to 15
characters. This field is only
required if the user selected
Small Group or Both in the
Market Coverage cell (E4).
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Cell Location Data Valid Values

H22 Customer Service Toll Free Enter the toll free number for the
Number - Small Group Market | Small Group Market Customer
Service, up to 15 characters

Optional field.
H23 Customer TTY - Small Group | Enter the phone number for the
Market TTY for the Small Group Market

Customer Service, up to 15
characters. Optional field.

H24 Customer Website Address - Enter a valid website address for
Small Group Market the Small Group Market
Customer Service. This field is
only required if the user selected
Small Group or Both in the
Market Coverage cell (E4).

J21 Customer Service Phone Enter the phone number
Number Extension - Small extension for Small Group
Group Market Market Customer Service, up to
6 characters. Optional field.
C28 Primary Data Submission Enter the first name of the
Contact First Name — individual who is the primary
Individual Market contact for the Individual Market

data submission, up to 40
characters. This field is only
required if the user selected
Individual or Both in the
Market Coverage cell (E4).

D28 Primary Data Submission Enter the last name of the
Contact Last Name — individual who is the primary
Individual Market contact for the Individual Market

data submission, up to 40
characters. This field is only
required if the user selected
Individual or Both in the
Market Coverage cell (E4).

E28 Primary Data Submission Enter the phone number of the
Contact Phone Number — individual who is the primary
Individual Market contact for the Individual Market

data submission, up to 15
characters. This field is only
required if the user selected
Individual or Both in the
Market Coverage cell (E4).
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Cell Location Data Valid Values
F28 Primary Data Submission Enter the phone numebr
Contact Phone Number extension of the individual who
Extension — Individual Market | is the primary contact for the
Individual Market data
submission, up to 15 characters.
Optional field.
G28 Primary Data Submission Enter the full email address of
Contact Email Address — the individual who is the primary
Individual Market contact for the Individual Market
data submission. This field is
only required if the user selected
Individual or Both in the
Market Coverage cell (E4).
C29 Back Up Data Submission Enter the first name of the
Contact First Name — individual who is the backup
Individual Market contact for the Individual Market
data submission, up to 40
characters. Optional field.
D29 Back Up Data Submission Enter the last name of the
Contact Last Name - individual who is the backup
Individual Market contact for the Individual Market
data submission, up to 40
characters. Optional field.
E29 Back Up Data Submission Enter the phone number of the
Contact Phone Number — individual who is the backup
Individual Market contact for the Individual Market
data submission, up to 15
characters. Optional field.
F29 Back Up Data Submission Enter the phone number
Contact Phone Number extension of the individual who
Extension — Individual Market | is the backup contact for the
Individual Market data
submission, up to 15 characters.
Optional field.
G29 Secondary Back Up Data Enter the full email address of
Submission Contact Email the individual who is the backup
Address — Individual Market | contact for the Individual Market
data submission. Optional field.
C30 Secondary Back Up Data Enter the first name of the

Submission Contact First
Name - Individual Market

individual who is the backup
contact for the Individual Market
data submission, up to 40
characters. Optional field.

14




Health Insurance Oversight System

Plan Finder — User Manual

Cell Location Data Valid Values
D30 Secondary Back Up Data Enter the last name of the
Submission Contact Last individual who is the backup
Name — Individual Market contact for the Individual Market
data submission, up to 40
characters. Optional field.
E30 Secondary Back Up Data Enter the phone number of the
Submission Contact Phone individual who is the backup
Number — Individual Market | contact for the Individual Market
data submission, up to 15
characters. Optional field.
F30 Secondary Back Up Data Enter the phone number
Submission Contact Phone extension of the individual who
Number Extension — is the backup contact for the
Individual Market Individual Market data
submission, up to 15 characters.
Optional field.
G30 Secondary Back Up Data Enter the full email address of
Submission Contact Email the individual who is the backup
Address — Individual Market | contact for the Individual Market
data submission. Optional field.
C31 Primary Issuer Data Enter the first name of the
Validation Contact First Name | individual who is the primary
— Individual Market contact for the validation of
Individual Market data, up to 40
characters. This field is only
required if the user selected
Individual or Both in the
Market Coverage cell (E4).
D31 Primary Issuer Data Enter the last name of the
Validation Contact Last Name | individual who is the primary
— Individual Market contact for the validation of
Individual Market data,s up to 40
characters. This field is only
required if the user selected
Individual or Both in the
Market Coverage cell (E4).
E31 Primary Issuer Data Enter the phone number of the

Validation Contact Phone
Number — Individual Market

individual who is the primary
contact for the validation of
Individual Market data, up to 15
characters. This field is only
required if the user selected
Individual or Both in the
Market Coverage cell (E4).
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Cell Location Data Valid Values
F31 Primary Issuer Data Enter the phone number
Validation Contact Phone extension of the individual who
Number Extension — is the primary contact for the
Individual Market validation of Individual Market
data, up to 15 characters.
Optional field.
G31 Primary Issuer Data Enter the email address of the
Validation Contact Email individual who is the primary
Address — Individual Market | contact for the validation of
Individual Market data. This
field is only required if the user
selected Individual or Both in
the Market Coverage cell (E4).
C32 Back Up Issuer Data Enter the first name of the
Validation Contact First Name | individual who is the back up
— Individual Market contact for the validation of
Individual Market data, up to 40
characters.
D32 Back Up Issuer Data Enter the last name of the
Validation Contact Last Name | individual who is the back up
— Individual Market contact for the validation of
Individual Market data, up to 40
characters.
E32 Back Up Issuer Data Enter the phone number of the
Validation Contact Phone individual who is the back up
Number — Individual Market | contact for the validation of
Individual Market data, up to 15
characters.
F32 Back Up Issuer Data Enter the phone number
Validation Contact Phone extension of the individual who
Number Extension — is the back up contact for the
Individual Market validation of Individual Market
data,s up to 15 characters.
Optional field.
G32 Back Up Issuer Data Enter the email address of the
Validation Contact Email individual who is the back up
Address — Individual Market | contact for the validation of
Individual Market data.
C33 Secondary Back Up Issuer Enter the first name of the

Data Validation Contact First
Name - Individual Market

individual who is the back up
contact for the validation of
Individual Market data, up to 40
characters.
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Cell Location Data Valid Values
D33 Secondary Back Up Issuer Enter the last name of the
Data Validation Contact Last | individual who is the back up
Name — Individual Market contact for the validation of
Individual Market data, up to 40
characters.
E33 Secondary Back Up Issuer Enter the phone number of the
Data Validation Contact individual who is the back up
Phone Number — Individual contact for the validation of
Market Individual Market data, up to 15
characters.
F33 Secondary Back Up Issuer Enter the phone number
Data Validation Contact extension of the individual who
Phone Number Extension — is the back up contact for the
Individual Market validation of Individual Market
data,s up to 15 characters.
Optional field.
G33 Secondary Back Up Issuer Enter the email address of the

Data Validation Contact Email | individual who is the back up
Address — Individual Market contact for the validation of
Individual Market data.

C34 Primary Data Submission Enter the first name of the
Contact First Name — Small individual who is the primary
Group Market contact for the Small Group

Market data submission, up to 40
characters. This field is only
required if the user selected
Small Group or Both in the
Market Coverage cell (E4).

D34 Primary Data Submission Enter the last name of the
Contact Last Name — Small individual who is the primary
Group Market contact for the Small Group

Market data submission, up to 40
characters. This field is only
required if the user selected
Small Group or Both in the
Market Coverage cell (E4).

E34 Primary Data Submission Enter the phone number of the
Contact Phone Number — individual who is the primary
Small Group Market contact for the Small Group

Market data submission, up to 15
characters. This field is only
required if the user selected
Small Group or Both in the
Market Coverage cell (E4).
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Cell Location Data Valid Values
F34 Primary Data Submission Enter the phone numebr
Contact Phone Number extension of the individual who
Extension — Small Group is the primary contact for the
Market Small Group Market data
submission, up to 15 characters.
Optional field.
G34 Primary Data Submission Enter the full email address of
Contact Email Address — the individual who is the primary
Small Group Market contact for the Small Group
Market data submission. This
field is only required if the user
selected Small Group or Both in
the Market Coverage cell (E4).
C35 Back Up Data Submission Enter the first name of the
Contact First Name — Small individual who is the backup
Group Market contact for the Small Group
Market data submission, up to 40
characters. Optional field.
D35 Back Up Data Submission Enter the last name of the
Contact Last Name — Small individual who is the backup
Group Market contact for the Small Group
Market data submission, up to 40
characters. Optional field.
E35 Back Up Data Submission Enter the phone number of the
Contact Phone Number — individual who is the backup
Small Group Market contact for the Small Group
Market data submission, up to 15
characters. Optional field.
F35 Back Up Data Submission Enter the phone number
Contact Phone Number extension of the individual who
Extension — Small Group is the backup contact for the
Market Small Group Market data
submission, up to 15 characters.
Optional field.
G35 Back Up Data Submission Enter the full email address of
Contact Email Address — the individual who is the backup
Small Group Market contact for the Small Group
Market data submission.
Optional field.
C36 Secondary Back Up Data Enter the first name of the

Submission Contact First
Name — Small Group Market

individual who is the backup
contact for the Small Group
Market data submission, up to 40
characters. Optional field.

18




Health Insurance Oversight System
Plan Finder — User Manual

Cell Location Data Valid Values
D36 Secondary Back Up Data Enter the last name of the
Submission Contact Last individual who is the backup

Name — Small Group Market | contact for the Small Group
Market data submission, up to 40
characters. Optional field.

E36 Secondary Back Up Data Enter the phone number of the
Submission Contact Phone individual who is the backup
Number — Small Group contact for the Small Group
Market Market data submission, up to 15
characters. Optional field.
F36 Secondary Back Up Data Enter the phone number
Submission Contact Phone extension of the individual who
Number Extension — Small is the backup contact for the
Group Market Small Group Market data
submission, up to 15 characters.
Optional field.
G36 Secondary Back Up Data Enter the full email address of
Submission Contact Email the individual who is the backup
Address — Small Group contact for the Small Group
Market Market data submission.
Optional field.
C37 Primary Issuer Data Enter the first name of the
Validation Contact First Name | individual who is the primary
— Small Group Market contact for the validation of

Small Group Market data, up to
40 characters. This field is only
required if the user selected
Small Group or Both in the
Market Coverage cell (E4).

D37 Primary Issuer Data Enter the last name of the
Validation Contact Last Name | individual who is the primary
— Small Group Market contact for the validation of

Small Group Market data, up to
40 characters. This field is only
required if the user selected
Small Group or Both in the
Market Coverage cell (E4).
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Cell Location Data Valid Values
E37 Primary Issuer Data Enter the phone number of the
Validation Contact Phone individual who is the primary
Number — Small Group contact for the validation of
Market Small Group Market data, up to

15 characters. This field is only
required if the user selected
Small Group or Both in the
Market Coverage cell (E4).

F37 Primary Issuer Data Enter the phone number
Validation Contact Phone extension of the individual who
Number Extension — Small is the primary contact for the
Group Market validation of Small Group
Market data, up to 15 characters.
Optional field.
G37 Primary Issuer Data Enter the full email address of
Validation Contact Email the individual who is the primary
Address — Small Group contact for the validation of
Market Small Group Market data.

This field is only required if the
user selected Small Group or
Both in the Market Coverage

cell (E4).
C38 Back Up Issuer Data Enter the first name of the
Validation Contact First Name | individual who is the back up
— Small Group Market contact for the validation of

Small Group Market data, up to
40 characters. Optional field.

D38 Back Up Issuer Data Enter the last name of the
Validation Contact Last Name | individual who is the back up
— Small Group Market contact for the validation of

Small Group Market data, up to
40 characters. Optional field.

E38 Back Up Issuer Data Enter the phone number of the
Validation Contact Phone individual who is the back up
Number — Small Group contact for the validation of
Market Small Group Market data, up to
15 characters. Optional field.
F38 Back Up Issuer Data Enter the phone number
Validation Contact Phone extension of the individual who
Number Extension — Small is the back up contact for the
Group Market validation of Small Group
Market data, up to 15 characters.
Optional field.
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Cell Location Data Valid Values
G38 Back Up Issuer Data Enter the full email address of
Validation Contact Email the individual who is the back up
Address — Small Group contact for the validation of
Market Small Group Market data.
Optional field.
C39 Secondary Back Up Issuer Enter the first name of the

Data Validation Contact First | individual who is the back up
Name — Small Group Market | contact for the validation of
Small Group Market data, up to
40 characters. Optional field.

D39 Secondary Back Up Issuer Enter the last name of the

Data Validation Contact Last | individual who is the back up
Name — Small Group Market | contact for the validation of
Small Group Market data, up to
40 characters. Optional field.

E39 Secondary Back Up Issuer Enter the phone number of the
Data Validation Contact individual who is the back up
Phone Number — Small Group | contact for the validation of
Market Small Group Market data, up to
15 characters. Optional field.
F39 Secondary Back Up Issuer Enter the phone number
Data Validation Contact extension of the individual who
Phone Number Extension — is the back up contact for the
Small Group Market validation of Small Group
Market data, up to 15 characters.
Optional field.
G39 Secondary Back Up Issuer Enter the full email address of
Data Validation Contact Email | the individual who is the back up
Address — Small Group contact for the validation of
Market Small Group Market data.
Optional field.
C40 Attestation Contact CEO - Enter the first name of the
First Name individual who is the CEO

contact for the validation of
Small Group Market data, up to
40 characters. Conditionally

required.
D40 Attestation Contact CEO - Enter the last name of the
Last Name individual who is the CEO

contact for the validation of
Small Group Market data, up to
40 characters. Conditionally
required.
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Cell Location

Data

Valid Values

E40

Attestation Contact CEO -
Phone Number

Enter the phone number of the
individual who is the CEO
contact for the validation of
Small Group Market data, up to
15 characters. Conditionally
required.

F40

Attestation Contact CEO -
Phone Number Extension

Enter the phone number
extension of the individual who
is the CEO contact for the
validation of Small Group
Market data, up to 15 characters.
Optional Field.

G40

Attestation Contact CEO -
Email Address

Enter the full email address of
the individual who is the CEO
contact for the validation of
Small Group Market data.
Conditionally required.

C41

Attestation Contact CFO -
First Name

Enter the first name of the
individual who is the CFO
contact for the validation of
Small Group Market data, up to
40 characters. Conditionally
required.

D41

Attestation Contact CFO -
Last Name

Enter the last name of the
individual who is the CFO
contact for the validation of
Small Group Market data, up to
40 characters. Conditionally
required.

E41

Attestation Contact CFO -
Phone Number

Enter the phone number of the
individual who is the CFO
contact for the validation of
Small Group Market data, up to
15 characters. Conditionally
required.

FA41

Attestation Contact CFO -
Phone Number Extension

Enter the phone number
extension of the individual who
is the CFO contact for the
validation of Small Group
Market data, up to 15 characters.
Optional field.
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Cell Location Data Valid Values
G41 Attestation Contact CFO - Enter the full email address of
Email Address the individual who is the CFO
contact for the validation of
Small Group Market data.
Conditionally required.
C45 Individual Market Issuer rated | Select Yes or No from the drop

by any rating company

down menu.

Enter up to 5 rows of rating information. The system will verify that at least one set of rating data

Cell Location Data Valid Values
B47 Individual Market Rating Select rating company from the
Company drop down menu. This field is
only required if C71 is Yes.

C47 Individual Market Rating type | Select rating from the drop down
menu. This field is only required
if C71is Yes.

D47 Individual Market Rating Enter Rating. This field is only
required if C71 is Yes.

E47 Individual Market Rating Enter the rating company if

Company Other Other/Describe is selected in
cell B47.

F47 Individual Market Rating Enter the rating type if

Type Other/Describe Other/Describe is selected in
cell B47.

C54 Small Group Market rated by | Select Yes or No from the drop

any rating company down menu.

B56 Small Group Market Rating Select rating from the drop down

Company menu. This field is only required
if the user selected Yes in cell
C54.
C56 Small Group Market Rating Enter Rating. This field is only
type required if the user selected Yes
in cell C54.

D56 Small Group Market Rating Enter the rating company if the

Company Other user selected ‘Other/Describe’
in cell C54.

E56 Small Group Market Rating Enter the rating type if the user

Type Other selected ‘Other/Describe’ in cell
B56.
F56 Small Group Market: Rating Enter the rating type ONLY if

Type Other/Describe

Rating Type C56 is
Other/Describe.
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3.5 Product Info Tab

Table 2 below includes the cell location for each data entry field on the Product Info tab, along
with appropriate values.

Table 2: Product Info field chart

Cell Location Data Valid Values
B3 Product ID This is a read-only field and
should not be used.
C3 Product Name Enter a product name
D3 Enrollment code/Group Enter the Enrollment code/Group
Number Number given internally to this
product. Optional field.
E3 Product Type Select product type from the
drop down menu.
F3 Other Product Type Enter a product description. This
Description field is only required if the user
selected ‘Other/Describe’ for
the product type.
G3 Association Product Select Yes or No from the
dropdown.
H3 Product Enrollment Enter the number of enrollment
13 Individual or Small Group Select Individual or Small Group
from the drop down list.
J3 Website address (Benefitata | Enter a website address for the
Glance) benefit description.
K3 Website address (Formulary) | Enter a website address. Optional
field.
L3 Website address (Provider Enter a website address if
Network) appropriate. If the product is an
indemnity product, and therefore
there is no corresponding
Provider Network, please enter
“Indemnity”.
M3 Covers whole state Select Yes or No from the drop
down menu.
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Cell Location Data Valid Values
N3 Number of Applications Enter the number of applications
Received received for the appropriate

quarter designated in cell N1.
Number of applications received
refers to the total number of
applications for enrollment under
the product that you processed
during a specific quarter. Only
include requests for insurance
coverage in your number.*

03 Number of Applications Enter the number of applications
Denied denied for the appropriate quarter
designated in cell N1. The
number of denials should
represent the number of
applications that were denied
based on health status.*

P3 Number of Up-Rated Offers Enter the number of up-rated
offers for the appropriate quarter
designated in cell N1. “Up-rated
offers” refers to the number of
offers with restricted coverage
terms or increased consumer
premium, based on health

status.*
Q3 Number of Administrative Enter the number of
Disqualifiers administrative disqualifiers for

the appropriate quarter
designated in cell N1.
Administrative disqualifications
refer to those applications which
were disqualified for
administrative or eligibility
reasons, not including health
status. These reasons include, but
may not be limited to,
ineligibility for policy due to
non-residency in insurer’s
defined service area, dependent’s
age, or legal status.*

R3 SERFF-Number Enter SERFF-Number. Optional
field.
S3 Open or Closed? Select Open or Closed from the

drop down menu.
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Cell Location

Data

Valid Values

T3

Closed Reason

Select a reason that the product is
closed from the drop down. This
field is only required if the user
selected Closed in field R3. This
dropdown will no longer include
the Association Product as the
reason.

U3

Other Closed Reason

Enter a Closed Reason in this
field. This field is only required
if the user selected Other in field
S3.

V3

Grandfathered Product

Select Yes or No from the drop
down menu.

W3

Effective Start Date

Enter the product’s Effective
Start Date in the format of
MM/DD/YY

X3

Effective End Date

Enter the product’s Effective End
Date in the format of
MM/DD/YY. Optional field

Y3

Approved Product

Select Yes or No from the drop
down menu.

*For additional information, see the questions and answers section on the CCIIO website.

e |f using pre-populated templates for data entry, the application, denial, uprate, and
administrative disqualification data will be blank to enable entry for the subsequent

quarter’s data.

3.6 Validation

All data entry fields are highlighted in green. All cells are formatted in text format.

The green-highlighted data entry fields fall into three categories with respect to cell validation:
validation fields, critical validation fields and non-validation fields. Validation fields have cell-
specific rules regarding the types and format of data that can be entered into them. These rules
appear in message boxes, called cell labels, which are shown when the cell is highlighted.

The Issuer Data Submission Template is displayed below in Figure 11.

26




Health Insurance Oversight System
Plan Finder — User Manual

Figure 11: Issuer Data Submission Template
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The following are the steps to trigger the Validation Process:

1. When the submitter has completed the data entry or updates, it is recommended to
save the document before starting the Validation Process, by selecting the Excel Save
icon. There is no need to rename the document at this point.

2. Select Validate.

Upon triggering the validation process, a red circle will surround cells that do not pass validation
rules. Once the validation rules are corrected, the red circles will disappear.

Please Note: It is strongly recommended to perform the validation process and resolve ALL
issues prior to the Finalize and Validate step.

3.7 Save

There are two save processes available within the Issuer Data Entry Form: a non-finalized and a
finalized save.

A non-finalized save can be invoked by selecting the Excel save icon on the Excel standard
toolbar or by selecting File and then Save from the Excel menu. This save process will save any
changes made to the workbook.

A finalized save occurs when the “Finalize and Validate” function is invoked. Please refer to
section 5.7: Finalizing the Issuer Data Entry Form for Submission. This step is taken when the
workbook is complete and ready for submission.

Please Note: After selecting Save or Finalize & Validate Form, the following message may
appear. Uncheck the box Check compatibility when saving this workbook and select Continue.
The finalized file must be saved in the same Excel version file format of the submitted data.

The Microsoft Office Excel - Compatibility Checker message is displayed below in Figure 12.
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Figure 12: Microsoft Office Excel - Compatibility Checker

Microsoft Office Excel - Compatibility Checke i |
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Location: ™A Allowed
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65,536 rows will not be saved, Formula references to data in this t=n ;I

¥ Check compatibility when saving this workboolk.
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3.8 Finalizing the Issuer Data Entry Form for Submission

Select the Validate & Finalize File button to trigger the finalization process. The system will
perform all of the critical validations. The system will perform the finalization process and create
the read only file if all critical validations are passed.

When the finalization function is triggered, the system will check all required fields and critical
validations. If the file does not successfully pass all validation rules, an error message box will
appear listing the cell location of each error and those fields will be circled in red. A list of
critical errors is included in Appendix B, “Critical Errors.” Each error will have to be corrected
before the file can be successfully validated and finalized. Once the file is error free, the file will
be finalized, including the creation of a read-only version of the template with the required
naming convention.

The required naming convention is as follows:

o Final_<first20charactersofname>_<stateabbreviation>_<Issuer|D><yyyymmdd><hhmm
ss>.xIsx

Use of this naming convention is a requirement for a successful submission. If the name of
the finalized file is modified, it will not be processed.

The following is an example of the required naming convention:

e Final ACMEInsuranceCo_DC 85511 20130221 110834.xlIsx (or .xlIs for Excel 2003)
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3.9 Upload Submission

The Upload Template Submission page is displayed below in Figure 13.
Figure 13: Upload Template Submission page

Health Insurance Oversight System

Thursday, February 21, 2013 HIOS MAIN PAGE | | HOME | FAQ | | CONTACTUS | | S1GN OUT

View Issuer Downlozd Data Upload Finalized [ReSIENEIIS (oH
Submitted Data | Submission Tools [EETEE PR AT

Upload Template Submission

Welcome Jessica Rabbit

Please select the 'Browse' button below z finalized data template [xls or xlsx), XML data FI \xm}urazlpme:untammg

he
multiple Ex |tmp|t d )(MLdtN Aft selecting a file, click "Upload’ te trtth submi

Please note that file: ot exceed 30MB,

li Browse

U5, Department of Health & Human Services « vashington, D.C. 20201

The following are the steps to upload a finalized template:

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection
module button.
2. Select the Upload Finalized Data Template tab.
3. Type in the file name and location or select the Browse button then locate the file.
4. Select the Upload button. You will receive a confirmation message when the file
has been completely uploaded.
Successfully uploaded and processed files will generate an email message to the submission
contacts verifying the successful submission. If there are any errors encountered during the file
processing, the system will generate an email detailing the error encountered. The error will have
to be corrected and re-submitted before the file can be successful re-processed.
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4 XML Submissions

The Issuer Data XSD File is available as the XML file template. The file can be used with any
XML reader software the user wishes to use. Instructions for loading the file into the XML
software will vary depending on the software being used. Please consult the loading directions
for your application.

4.1 Download XSD Template

The Download Data Submission Tools tab is displayed below in Figure 14.

Figure 14: Download Data Submission Tools tab

|
Health Insurance Oversight System

MIOS MAINPACE  MOME  FAQ  CONTACTUS | SICNOUT

Welcome Jesssca Rabbat

Derendorsd Pre Pogulated osme Template

The following are the steps to download an XSD file:

From the HIOS Main Page, select HIOS Issuer Product Data Collection.
Select the Download Data Submission Tools tab.

Select the Issuer Submission Tools link.

Select the Issuer Data XSD File link.

Select the Download Pre-Populated Issuer Template button.

ko E
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The File Download window message is displayed below in Figure 15.

Figure 15: File Download window

File Download x|

Do you want to open or save this file?

[l%ll Mame: =ML_lzzuers zip
Type: Compreszed [zipped) Folder, 2.44KB

From:  www_uat_insuranceoversight.hhs goy

Open Save | | Cancel I

v flways ask before opening this twpe of file

harm vour computer. If you do not trust the source, do not open or

l--"w“ wehhile files from the Intermet can be uzeful, zome filez can potentially
N zave thiz file. What's the rizk’?

The XSD Zip File window message is displayed below in Figure 16.
Figure 16: XSD Zip File window

~=lolx|
File Edit “iew Favorites Tools  Help | ﬂ'
) Beck - g - ﬂ' F} ﬁ‘ | /- ) seard Folders Elv
Address I[D _:\Documents and Settingsilimoorell ocal SettingsiTemporary Internet FilesiContent JES|2WA4YF7DLEML Issuers[1].zip j a Go
Mame = | Type I Packed. ., | Has ... I S\zel [Blong I Date I
Folder Tasks S @L_Issusrs‘xsd W3 XML Schu., 3KE No 19KE 88% 2/1/2013 3:26 PM

(2] Extract &l Files

»

Othet Places

() ZWe4YFTD
D My Documents
\JJ My Nebwork Places

Details ¥

4.2 Creating XML File

Working versions of the . XML files can be named at the user’s discretion. The . XML file will
have to be changed (Save As) to the submission approved format. However, the finalized file to
be submitted must be in the following format to be accepted:

e Final_<IssuerNameWithNoSpaces><stateabbreviation>_<IssuerlD>_<year><month><d
ay>.xml

Use of this naming convention is a requirement for a successful submission. If the name of
the finalized file is modified, it will not be processed.

The following is an example of the finalized file format to be submitted:
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Example: Final ACMEInsuranceCo_DC 8511 20130127.xml

Please Note: Finalized files will be saved in the same directory where the working file is
located.

4.3 XML File Upload

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection
module button.

2. Select the Upload Finalized Data Template tab.

3. Type in the file name and location or select the Browse button then locate the file.

4. Select the Upload button. You will receive a confirmation message when the file
has been completely uploaded.

Successfully uploaded and processed files will generate an email message to the submission
contacts verifying the successful submission. If there are any errors encountered during the file
processing, the system will generate an email detailing the error encountered. The error will have
to be corrected and re-submitted before the file can be successful re-processed.
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5 Submission Users Only - Web Entry

The web entry screens are only viewable to submission users. Users can enter and edit data on
the web user interface for elements that are editable. Please see the chart below for a complete
list of editable fields,.

Field | User Edits
Corporate Information
Issuer Legal Name No
State No
Issuer ID No
Federal EIN No
Market Coverage Yes
Issuer Marketing Name Yes
NAIC Company Code No
NAIC Group Code No
Address
Address Line 1 Yes
Address Line 2 Yes
City Yes
State Yes
Zip Yes
4 digit Yes
Individual and Small Group Market
Do you offer Individual Market? Yes
Enter the web address for the Individual Yes
Market website.
Do you offer Small Group Market? Yes
Enter the web address for the Small Group Yes

Market website.

Customer Service Contact — Individual Market

Local Number Yes
Extension Yes
Toll Free Number Yes
TTY: Yes
Web Address Yes
Customer Service Contact — Small Group Market
Local Number Yes

Extension Yes
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Toll Free Number Yes
TTY: Yes
Wedbsite Address Yes
Ratings — Individual Market

Is Issuer rated by any rating company? Yes
Rating Company Yes
Rating Type Yes
Rating Yes
Rating Company Other/Describe Yes
Rating Type Other/Describe Yes
Ratings — Small Group Market

Is Issuer rated by any rating company? Yes
Rating Company Yes
Rating Type Yes
Rating Yes
Rating Company Other/Describe Yes
Rating Type Other/Describe Yes
Product ID No
Product Name No
Enrollment Code/Group Number Yes

Product Information

Product Type No

Other Product Type description Yes
Association Product Yes
Product Enrollment Yes
Individual or Small Group No

Website Address (Benefit) Yes
Website Address (Formulary) Yes
Website Address (Provider) Yes
Covers Whole State Yes
Number of Applications Received Yes
Number of Applications Denied Yes
Number of Uprated Offers Yes
Number of Administrative disqualifiers Yes
SERFF Number Yes
Open or Close? Yes
Closed Reason Yes
Other Closed reason Yes
Grandfathered product? Yes
Effective State Date Yes

Effective End Date Yes
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5.1 Edit Issuer General Information

The data submission contact can select Edit Issuer General Information to edit Issuer General

Information as depicted below in Figure 17.

Figure 17: Edit Issuer General Information link

Health Insurance Oversight System

Thursday, February 21. 2013 HIOS MAIN PAGE | HOME = FAQ  CONTACTUS | SIGN OUT

Welcome Jessica Rabbit

Download Data Upload Finalized Component [Ds
Submission Teols ata Templats

View Issuer
Submitted Data

Products Offering Report RBIS Input

Issuer General Information F

Issuer Name: |ACME Insurance Company = bc;l
Submission Uploaded Date: 2/21/2013 11:09:23 AM
Application Data for Quarter: @4, 2012 [Oct. 1 - Dec. 31. 2012]
Data Last Previewed By:

Issuer General Information for Issuer: ACME Insurance Company - DC

Edit Issuer Genaral [nformation
PTITATT

Corporal
Issuar Legal Namae: ACME Insurance Company State: bC
Issuer ID: B5511 Issuer Marketing Name:
Market Coverage: Baoth Federal EIN: 000112222

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection
module button.

2. Select the View Issuer Submitted Data tab.

Select the Issuer General Information link.

4. Select the Edit Issuer General Information link.

w
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The Edit Issuer General Information window is displayed below in Figure 18.

Figure 18: Edit Issuer General Information window

Edit Issuer General Information

ACME Insurance Company - DC

(*] Indicates a required field

Corporate Information

*Address Line 1: 123 Main Street
[Address Line 2: ’7

T
e &
-

Customer Service Contact - Individual Market

*Local Number: 18885551111

'oll Free Number 18885551111

Ratings - Individual Market

ACME Insurance Company
8 5511

*Market Coverage: Both

NAIC Company Code:

Address

state: g
Issuer Marketing Name:

Federal EIN: 000112222

NAIC Group Code:

Individual and Small Group Market

0o e ot e |

Customer Service Contact - Small Group Market

Toll Free Number 18885551111

*Is Issuer rated by any rating company in the last twe years? |Yes -

+ Add New Row

Rating Type Delete Row

Other/Describe

*Rating Type *Rating

Rating Company
Other/Describe

*Rating Company

j |Overa|l

=l [ea

[am Best

Ratings - Small Group Market
*Is Issuer rated by any rating company in the last twe years? |No 'I

[ submit | [ cancel | [ Back ]

5. Make changes to any of the editable fields, as desired.
6. Select one of the following buttons:

a. Submit button: To send the changes through for processes. Any validation
errors will appear at the top of the screen and will have to be address
before the web editing request can be successfully processed.

b. Cancel button: Will erase any changed information and return the data to
its previous settings.

c. Back button: Will return the user to the View Issuer General Information

page.

5.2 Edit Product Information

Users can add and edit product information as well. The user can simply navigate to the Product
Offerings Report link under the View Issuer Submitted Data tab to edit Product Information.
The user can then select Add New Product to add a new product.
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The Product Offering Report page is displayed below in Figure 19.
Figure 19: Product Offering Report page

View Issuer Download Data Upload Finalized Compaonent [Ds
Submitted Data Submission Toals Data Template

Issuer General Information Products Offering Report RBIS Input

Issuer Name: ‘ACME Insurance Company - DCﬂ
Submission Uploaded Date: Z/Z1/2013 11:05:23 AM
Application Data for Quarter: Q4, 2012 [Oct. 1 - Dac. 31, 2012]
Data Last Previewed By:

Product Level Offering Report for Issuer: ACME Insurance Company -
DC

Add Hew Product
To adit the data alemants of an existing product, please salact its Praduct 1D from tha table below.

Show Product Application Data

Note: Please click "Show" buttons, below, to display the full list of data.

Enrollment SERFF

Code/Group
Number Number
ACME 1/1/2012
B5511DCO01 HMO 12:00:00 1000 HMO No Individusl
Inedividual AM
a{;gE 1172013
E3511DC002 12:00:00 1000 HMO No Small Group
Small
AM
Group
ACME 1172012
85511DC003 FOS 12:00:00 1000 FOS No Individual
Individusl AN
'?.SME 1172013
£5511DC004 12:00:00 1000 POS No Small Group
Smaill
AN
Group
ACME 1117202
85511DC005 Dentsl 12:00:00 1000 Dental Mo Inedividual
Individusl AM
4 0|

The following are steps to add new products:

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection
module button.

2. Select the View Issuer Submitted Data tab.

3. Select the Product Offering Report link.
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The Add New Product window is displayed below in Figure 20.
Figure 20: Add New Product window

Thursday, February 21, 2013 HIOS MAIN PAGE | | HOME | | FAQ | | CONTACTUS | | SIGN OUT

View Issuer Diownload Data Upload Finalized Component IDs
Submitted Data Submission Teols Data Template

Issuer Name: |ACME Insurance Company - DCj

Welcome Jessica Rabbit

Submission Uploaded Date: 2/21/2013 11:05:23 AM
Application Data for Quarter: Q4, 2012 [Oct. 1 - Dec. 31, 2012]
Data Last Previewed By:

Add New Product

(*] Indicates a required field

Flease enter applications, denials and up-rates that occurred int Q4-2012 (Oct. 1 - Dec. 31, 2012)

Product ID: Not assigned yet
*Product Name: *Number of Applications

Received:

Enrollment Code/Group ’7 = —
e "NII[“bEr of Applications ,7
[“Product Type: | S
* c -

EOE T *Number of Uprated ’7
Other Product Type ,— Offers:
Description: Number of

*Association Product: 'I Administrative

Disqualifiers:
*Product Enrollment: T ,7
umber:
*Individual or Small ,ﬁ
Group:

(Benefit at a Glance):

{Formulary): *Grandfathered Product: -

* - =
Website Addre=s *Effective Start Date: =@

{Provider): -

*Approved Product: 'I

| Submit | | Cancel | | Back |

Sccessibiiity | Rules of Behavior | Web Polices | File Formats and Plug-Ins

4. To create a new product, select the Add New Product link to get a blank product
entry window. A new Product ID will be automatically generated once the user
selects Submit.
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The Edit Product Data Elements window is displayed below in Figure 21.

Figure 21: Edit Product Data Elements window

Edit Product Data Elements

(*) Indicates = required field

Flease enter applications, denials and up-rates that occurred in: Q4-2012 (Oct. 1 - Dec. 31, 2012)
85511DC001

= ACME HMO *Number of Applications I—

* c

Enrollment Codef Group I— *Number of Applications lw—
Number: Denied:

*Product Type: HMO *Number of Uprated Iw—
Other Product Type Offers:

Description: Number of

*Association Product: No = t

*Product Enrollment: 1000 .

* I

*Website Address Ihttl"l"— | ﬂ

[{Benefit at a Glance): Pl fwaemi.aeme. cot l—

'Website Address

& = ® = - )
Website Address [Rttp o/ vorveacme.cor *Effective Start Date: 01/01/2013 i

{Provider): -

errecove cod o[
| Submit | | Cancel | | Back |

5. To edit an existing product, select the Product 1D hyperlink for the desired
product.

6. Edit or enter all applicable and required data. See the Product Information chart in
Section 3.5 for additional information to complete the product report.

7. Select one of the following buttons:

a. Submit button: To send the changes through for processes. Any validation
errors will appear at the top of the screen and will have to be address
before the web editing request can be successfully processed.

b. Cancel button: Will erase any changed information and return the data to
its previous settings.

c. Back button: Will return the user to the View Issuer General Information
page.
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6 Validation Users Only — Issuer Attestation

Once updated issuer data has been successfully submitted and processed, the validation message
will be triggered for the Validation users the next time they enter the system. Validation users are
responsible for checking all submitted data to ensure accuracy, then attesting to the accuracy of

the data.

The Issuer Attestation message is displayed below in Figure 22.

Health Insurance Oversight System

Thursday, February 21, 2013 HIOS MAIN PAGE | | HOME | | FAQ | | cONTACTUS | | s1EN OUT

View Issuer
Submitted Data

Issuer General Information

View Issuer Submitted Data

Access the latest submission of company and product-level health insurance data by selecting one of the three sub-tabs
above: Issuer General Information, Products Offering Report, or RBIS Input.

Issuer Attestation:

I attest that I have examined the data in the Issuer General Information and associated Product Offering Report for my
organization and that to the best of my information, knowladge, and belisf it accurately represents the required product
-level data based on current template parameters. I further attest that cur submission as & whole to HIOS represents
all products that are offered by this organization that are open for enrcllment or closed but still have at least one
enrcllee. I also understand that if [ do not approve the data, HHS may still display the information [ have previously
provided.

" Data displayed is accurate and does not need to be changed

" Data displayed is inaccurate and needs to be updated

Figure 22: Issuer Attestation message

Welcome Jessica Rabbit

Download Data Upload Finalized Compenent [Ds
Submission Tools Data Template

Products Offering Report REIS Input

If you wish te attest then you must select a radie button before cheosing "Save’.

Save | | Cancel |

Acomssibility Rules of Behavior Wab Policies File Formats and Plug-Ins

U.5, Department of Health & Human Services - 200 Independence Avenus, 5.W, » Washington, D.C, 20201

The following are the steps to attest the issuer data for validation users:

1.

wmn

From the HIOS Portal, select HIOS Plan Finder Product Data Collection
module button.

Select the View Issuer Submitted Data tab.

Review all submitted data by selecting each information link.

Select any other tab (not link) to refresh the message, then select the View Issuer
Submitted Data tab again.

Read the Issuer Attestation message and select the appropriate radio button for
your status.

Select the Save button.
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7 Component ID Numbers

A SCID (Standard Component ID) is the base identification of an insurance plan prior to it being
submitted as an “On exchange”, “Off exchange”, or both plan. The SCID is used to create the
official Plan ID once it is processed by the receiving system (e.g., FFE PM, RBIS).

The Standard Component ID Services (SCIS) will be implemented as an independent set of
services and will enable CCII0O to have a single source for all Standard Component ID’s. Once
generated, these IDs will be persistent and can be used across any system using SCIDs.

Users can view the existing component IDs for their products per registered Issuer and request
additional component IDs for their reported products.

The Component IDs tab is displayed below in Figure 23.

Figure 23: Component IDs tab

——
Health Insurance Oversight System

Thursday, February 21, 2013 HIOS MAIN PAGE | HOME | | FAQ | | CONTACTUS | | SIGN OUT

Welcome Jessica Rabbit

iew Issuer Download Data Uplead Finalized
Submitted Data Submission Teels Data Template

Request Component IDs

View Component IDs

View Component IDs

Note: (*) Indicates a required field.

*Issuer: |-- Please Select an Issuer -- =
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7.1 View Component IDs

The View Component IDs page is displayed below in Figure 24.
Figure 24: View Component IDs page

View Issuer Download Data Upload Finalized

Component IDs
Submitted Data Submissien Tools Data Template

Request Component IDs

View Component IDs

View Component IDs

Note: (*) Indicates a required field.
*Issuer: |85511 - ACME Insurance Compan'{j
835110C001 - ACME HMO Individual -
- ACME HMO Small Grou
83511DC003 - ACME POS Individual
+Product(s): 8551 1DC004 - ACME POS Small Group x| Nate: Hoid down the ‘Tt key to seizct muttiple Progucts

View Results

Component 10s for the Selected Product are:

85511DCO020003

The following are the steps to view the existing component IDs registered for a specific product:

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection

module button.

Select the Component IDs tab.

Select the View Component IDs link.

4. Select the Issuer desired from the Issuer drop down menu. The products reported

for that issuer will display in the Product(s) field.

Select the Product ID desired from the Product(s) drop down menu.

Select the View Results button.

7. The component IDs associated with that specific product will be displayed in a
list.

w N

o o
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7.2 Request Component IDs

The Request Component IDs page is displayed below in Figure 25.

Figure 25: Request Component IDs page

Wiew Issuer Download Data Upload Finalized Component IDs

Submitted Data Submission Teols Datz Templats

View Component IDs Request Component IDs

Request Component IDs

Mote: (*) Indicates a required field.
*Issuer: |85511 - ACME Insurance Compan',rj

*Product: [85511DC003 - ACME POS Individual 7|
*Number of IDs: |4 Mazimm 22 153 2 rzmuma

The following are the steps to request additional component IDs for a specific product

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection

module button.

Select the Component IDs tab.

Select the Request Component IDs link.

4. Select the Issuer desired from the Issuer drop down menu. The products reported

for that issuer will display in the Product(s) field.

Select the Product ID desired from the Product(s) drop down menu.

6. Enter the number of additional component IDs needed in the Number of IDs

field. Users may request up to 50 IDs per request.

Select the Submit button.

8. The additional component IDs associated with that specific product can be viewed
on the View Component IDs page.

w N

o

~
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8 Frequently Asked Questions (FAQ’s)

Question 1: I am trying to open Issuer Data Entry Form files in Excel 2007, but | do not see the
Option button. How do | enable contents?

|

Select the Microsoft Office button & :
Select on Excel Options.

Select Trust Center.

Select Trust Center Settings.

Select Message Bar.

Select the radio button that states “Show the Message Bar in all applications
when document content has been blocked.”

SourwnE

Question 2: | have Excel 2003. When | opened the workbook, a static screen displayed
indicating that I must update my macro settings.

e |If macro settings are set to High or Very High, the workbook will not be functional.
Change macro security settings to Medium (recommended). See section 4.1: Set-up
Considerations for instructions.

Question 3: | have Excel 2007 or higher. When | opened the workbook, I received the following
screen.

Figure 26: Excel 2007 or higher error message

- e - Pagelayout  Formulas Data  Review  View @ - o x
B & | [ aial -l A [F==] ap Text 2 Inse R . }3
Paste B o[ = i ‘ $ = % o |[%8 %] | Condit Format ~ Cel e Sort & Find &
- 7 Formatting - s Table ~ Styles ~ || 2] Format = || &2~ Fiter = Select ~
Clipboard Font Alignment Humber Styles Cells Editing
x
@ Security Warning  Macros have been disabled. | Options...
Al - S | You have opened this worksheet with your macro security setting too high. :
A B C D E F G H | J K L M N 0 P
1
2
3 |
1 =
5
6
7
8

i 'You have opened this worksheet with your macro security setting too high.
15 | This workbook will not work as intended and you will not be able to finalize the file in preparation for submission.
Please close this workbook and refer to the Technical Instructions for guidance on how to adjust your macro setting.

21

22 ]
" » | splash_screen %3 [ I I o0
Ready BT e) v Bl

1. Select Options.
2. Select the radio button for Enable this content .
3. Select OK.
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Question 4: | have Excel 2007. When | attempted to finalize the workbook, | received a macro
error message.
e The Issuer Data Entry Form uses macros to perform the built-in functions including the
validation and finalization processes. See section 3: Excel Submissions.

Question 5: My issue is not listed in this manual. Who can | contact?
e For additional assistance, please call the CMS Exchange Operations Support Center
(XOSC) at 1-855-CMS-1515 or email them at CMS_FEPS@CMS.HHS.gov.
e XOSC hours of operation are from 9:00 a.m. — 6:00 p.m. EST Monday thru Friday (not
including federal government observed holidays or closures)
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Appendix A - Required Fields

A list of the required fields are provided in Appendix A.

Issuer General Info worksheet:

e Issuer Legal Name

e Federal EIN

e State

e Market Coverage

e Issuer Marketing Name

e Address Line 1

o City

e State

e Zip

e Do you offer Individual Market?

= Individual website if Individual Market is covered
e Do you offer Small Group Market?

= Small Group website if Small Group Market is covered
e If Individual Market is covered, the following fields are required:

= Individual Market Customer Service Local Phone Number
Individual Market Customer Service Website Address
Individual Primary Data Submission Contact First Name
Individual Primary Data Submission Contact Last Name
Individual Primary Data Submission Contact Phone Number
Individual Primary Data Submission Contact Email Address
Individual Primary Data Validation Contact First Name
Individual Primary Data Validation Contact Last Name
Individual Primary Data Validation Contact Phone Number
Individual Primary Data Validation Contact Email Address
e If Small Group Market is covered, the following fields are required:

= Small Group Market Customer Service Local Phone Number
Small Group Market Customer Service Website Address
Small Group Primary Data Submission Contact First Name
Small Group Primary Data Submission Contact Last Name
Small Group Primary Data Submission Contact Phone Number
Small Group Primary Data Submission Contact Email Address
Small Group Primary Data Validation Contact First Name
Small Group Primary Data Validation Contact Last Name
Small Group Primary Data Validation Contact Phone Number
Small Group Primary Data Validation Contact Email Address
e Individual Market — Is the Issuer rated?
e |f the Individual Market offerings have been rated, the following fields are required:
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= Rating Company
= Rating Type
= Rating
e Small Group Market — Is the Issuer rated?
e |If the Small Group Market offerings have been rated, the following fields are
required:
= Rating Company
= Rating Type
= Rating

Product Info Worksheet:

Product Name
Product Type
Association Product
Product Enrollment
Individual or Small Group
Website address (Benefit at a Glance)
Website address (Provider Network)
Covers whole State?
Number of Applications Received?
Number of Applications Denied?
Number of Up-Rated Offers?
Number of Administrative Disqualifiers?
Open or Closed?
0 Closed Reason, if “Open or Closed?” is Closed
= Other Closed Reason, if “ Closed Reason” is Other
Grandfathered Product
Effective Start Date
Effective End Date
Approved Product?
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Appendix B — Critical Errors

Critical errors are outlined in Appendix B.

1.

10.

Field Validations: see Appendix A — Required Fields. The file templates will indicate
missing required fields. The templates will not allow you to “Validate and Finalize” until
all field validation errors have been addressed.
Please Note: Some required field, such as conditionally required fields, omissions will
not prevent an . XML file finalization and submission; however, the file submission will
fail and generate an email with an error.
Attestation contacts cannot be any type of submission or validation contact for the same
issuer. The file submission will fail and generate an email with an error.
If the submission user’s User ID (email address) is not an existing submission contact,
the file submission will fail and generate an email with an error.
If the submission user’s User ID (email address) is an existing submission contact but
their contact information is not listed as a continuing submission contact on the file being
submitted, the file submission will fail and generate an email with an error.
If the XML file does not have the proper naming convention, the file submission will fail
and generate an email with an error.
If the finalized Excel file is not in the approved naming convention, the file submission
will fail and generate an email with an error.
Attestation CEO and Attestation CFO Contacts cannot be the same person. At least one
of the attestation contacts must be completed; the other can be blank.
Data submission and validation contacts cannot all be the same ONE person. There must
be at least two contacts for the issuer, not including the attestation contact.
If the number of applications received is less than the sum of the number of denials,
number of up-rated offers, and number of administrative disqualifications.
For XML submissions, any of these validations failures will cause the file submission to
fail and an email to be generated with an error:

a. The appropriate Customer Service phone number and website are not entered for

the correct market type.
b. Contact information (first name, last name, contact phone number, and email
address) for the appropriate market type.

c. If the number of applications that were denied plus the number that were up-rated
total more than the number of application received.
If the Effective Start Date is before the Effective End Date.
If an invalid URL format is entered into any of the website address.
If an invalid email address format is entered into any of the email address fields.
For Current year and quarter does not match the current year and quarter.
Invalid Characters in the Address, marketing name fields and user entered fields.

S e o
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